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UMEL IN ST RUCT IONS FOR, CIVILIAN EMPLOY SEOGC Has Reviewed* 


1. POLICY .;■ 

a. It is the policy of the CIO to .limit the travel of employees to a 
minimum consistent with operating requirements. All travel must be 
authorized in writing in advance, and such authorizations will be 

made only after it has been determined by a properly designated official 
that the travel is officially necessary. Authorization will be given 
lor specific trips only, and blanket travel orders will not be issued 
unless approved by the Chief, Personnel and Administration Branch. 

b. All travel by employees paid from vouchered funds must be authorized 
and performed in accordance with the provisions of Standardized 
Government Travel Regulations and/or applicable current statutes. 

2. A UTHORIZATION 


a. Then it is determined that it is necessary for a vouchered civilian 
employee to perform official domestic travel, a travel request on 
Form 3U-!? will be approved by the office or branch chief and -forwarded 
to the Chief, Fiscal Section. The Chief, Fiscal Section will approve 
and forward Form 3A-5 to the Travel Unit, Fiscal Section for issuance 
of the necessary travel orders. 

b. After the travel order is prepared and funds to cover the cost of 

travel have been obligated, the original [will be forwarded to the 
traveler or may be picked up by the traveler from the Travel Unit^ 
Fiscal Section. j 

c. To amend a previously issued travel order, a new request should be 

I 

submitted in accordance with the procedure outlined above. If ap- 
proved, the amended order will he issued] and distributed in the sa me 

■ S 

manner as the original, I 

| 

d. Requests for travel should be initiated sufficiently in advance of 

! 

the commencement of travel so that the Chief, Fiscal Section will 
have the request in his possession at least U8 hours prior to the 
time the travel is to begin. ' 
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3. REIMBURSEMENT FOR TRAVEL EXPENSES 

a. After the completion of a trip, op at the end of each month, the 
travolei will submit his account jfor travel reimbursement expenses 
on Standard Form 1012, "Public Vducher for Reimbursement of Travel 
and Other Expenses including Per Diem". This form will be approved 
administratively, by the Branch Cjiief or his designee and forwarded 

in quadruplicate to the Fiscal Section for audit, certification and 
payment . j 

b. An administrative audit of Form 1012 will be performed by the Fiscal 
Section to determine if the travel was performed as authorized in 
accordance with Standardized Government Travel Regulations and perti- 
nent travel order. Any suspensions (deductions) from the amount 
claimed will bo reported to the traveler on an "Administrative Audit 
Difference Statement 1 together with an explanation, where applicable, 
of the information necessary to support a reclaim of the amount previ- 
ously suspended. 

h. TRAVEL SERVICES 

a. It is the responsibility of each traveler to prepare his travel 
voucher in proper form. However, upon request, the Travel Unit, 

Fiscal Section will extend advi.ce and assistance in connection with 

the preparation of vouchers. The Travel Unit of the Fiscal Section 

\ 

will also, when requested, render special services for military and 

f 

naval personnel by making a pre-audi|t and examination of travel 

\ 

vouchers for accuracy and compliance^ with regulations prior to their 
submission to the War or Navy Disbursing Officer for payment. 

5. GENERAL INF ORMATION FOR. THE TPATOT.k-r \ 

- ' $ 

,1 

a. Examine Orders ] 

;i 

The traveler should examine his travel order to determine that it 
specifies all requirements including jthe mode of transportation to 
be used, the period to be covered, and the places to be visited. If 
the order does not provide adequate coverage, an amendment should be 
requested through proper channels prior to the time travel is begun. 
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b. Ilai ntain Record s 

Tha traveler should maintain accurate records' of time of departure 
from and arrival at different. points, and a record of official ex- 
penditures as well as copies of official telegrams and paid -receipts 
for official expenses when necessary. It is essential that the 

traveler have this information jfco enable him to prepare a correct 

! 

reimbursement voucher. I 

• I 

■ . . t . ■ ■ 

£• P urchase of Tickets \ 

It is the responsibility of the traveler to ascertain in all cases 
whether or not through tickets/ excursion tickets or reduced rate 
round trip tickets can be secured. The fact that the existence of 
such rates may not have been known to the traveler does not relieve 
him of responsibility of obtaining the lowos't rates • Tt is essential 
that the traveler purchase a ticket that' will adequately cover the 
period of his travel without incurring any -unnecessary expense. ’Then 

f ' 

traveling by common carrier. Government ; Transportation Requests which 
will be furnished by the Travel Unit, Fiscal Section must be used. 

d. Return Unused Tickets 

Unused portions of tickets should be submitted attached to the travel 

j 

reimbursement account, Standard Form 1012. 

e. Per Diem ■ J 

— - j 

The calendar day will be the unit used in computing the per diem 

■ j 

allowance, for continuous travel of more than twenty-four nours. For 
fractional parts of a day at the commencement or ending of cuch con- 
tinuous travel, one-fourth of the rate for a calendar day will be 
allowed for each period of six hours or fraction thereof. No oer 
diem will be allowed when the departure from official station is 
after 8:00 a.m. and the return on the same day is prior to 6:00 p.m., 
or for any absence not exceeding three hours . For the first 60 days 
of continuous domicile at a temporary post of duty in the U. 3., a 
per diem allowance not to exceed $6*00imay be authorized within the 

i 

continental U. S. VJhen the period of continuous domicile extends 
beyond 60 days, the rate of allowance shall be reduced to not to ex- 
ceed m.OO per day, which mil continue in effect until midnight of 

• : \ 

- 3 - 
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the date of departure from that point. Any absence of 10 days or 
less from such temporary post of duty shall not be regarded a 3 af- 
fecting the continuity of domicile at that point. The effect of 
sick and/or annual leave upon the continuity of the traveler's 
domicile at temporary post of d\ity shall bo administratively deter- 
mined in each case based upon the circumstances surrounding the leave/ 
and final authority for such determination shall rest with tho bonded 
Certifying Officer who approves the account for payment, 

f . Leave While in Travel Statu s 

If leave of absence of any kind begins or terminates within the 
traveler's prescribed hours of duty, per diem allowance will terminate 
or begin at tno same time. If the leave of absence does not begin 
or terminate within the traveler's prescribed hours of duty, the 
traveler will be regarded as being in subsistence status until mid- 
night of the last day on which actual service is rendered preceding 
the leave of absence and from 12:01 a f m. of the day on which actual 
service is resumed. Fractional leave of absence wholly within a day, 
where for half of the prescribed working hours or less, will be dis- 
regarded for subsistence purposes ; Whore it exceeds half of the 
proscribed working hours, no subsistence will be allovfed. 

g. Advance of F unds 

Advance of official f\inds to cover the expenses of a vouchered em- 
ployee while in a travel status, can be made only if the employee 
executes a Bond of Indemnity. The cost of the premium in securing 
such a bond ($5.00) must be borne personally by the employee. 

Foreign travel 

\ / t- . 

Etc Per diem rates will be paid travelers abroad in accordance with the 

\j rates prescribed in Budget Circular A-7, | subject to a deduction of 

| 1% for each meal and/or lodging purchased by tho traveler from the 

\ f 

i \ military or from another branch of the Government drawing rations 

\ I 

? \from the military or to a deduction of 20$ for each meal and/or 

/ \ . f 

' lodging furnished to him by the government without charge . 
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b. banco ono day is lost on a westward crossing of the International 
Date Lino, per diem for ono day will bo deducted from all travel 
accounts when such travel in involved. 

•. i 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE 


Deputy executive for Personnel /I 
knd Administration -P 



25X1A 





- - 


Ap p roved Fo r Re lea se 2003/0$11fr£3jin®'PHTTO728R^^ 


a 


" RESTRICTED " Approved For Release 2003/03/10 : CIA-RDP81-00728R0001 00050027-0 ^ 

/ 9 </}■ 


CENTRAL INTELLIGENCE GROUP 


CIG ADMINISTRATIVE ORDER 


TRAVEL INSTRUCTIONS FOR 


CIVILIAN EMPLOYEES 


f 


1. POLICY 


a. It is the policy of the CIG to limit the travel of employees to a 
minimum consistent with operating requirements. All travel must be 
authorized in writing in advance, and suoh authorizations will be 
made only after it has been determined by a properly designated 
offioial that the travel is officially necessary. Authorization 
will be given for specific trips only, and blanket travel orders 
will not be issued unless approved by the Chief, Personnel and 
Administration Branoh. 


b. All travel by employees paid from vouohered funds must be authorized 
and performed in accordance with the provisions of Standardized 
Government Travel Regulations and/or applicable ourrent statutes. 

2. AUTHORIZATION 


a. Wien it is determined that it is necessary for a vouchered civilian 
employee to perform official domestio travel, a travel request on 
Form 34-5 will be approved by the office or branch chief and forwarded 
to the Chief, Fiscal Section. The Chief, Fiscal Section will approve 
and forward Form 34-5 to the Travel Unit, Fiscal Section for issuance 
of the necessary travel orders. 

b. After the travel order is prepared and funds to cover the cost of 
travel have been obligated, the original will be forwarded to the 
traveler or may be picked up by the traveler from the Travel Unit. 
Fiscal Section. 

o. To amend a previously issued travel order, a new request should be 
submitted in accordance with the procedure outlined aoove. If 
approved, the amended order will be issued and distributed in the 
same manner as the original* 

d. Requests for travel should be initiated sufficiently in advance of 
the commencement of travel so that the Chief, Fiscal Section. will 
have the request in his possession at least 48 hours orior to the 
time the travel is to begin. 



? 
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reimbursement for travel expenses 

a. After the completion of a trip, or at the end of each month, the 
traveler will submit his account for travel reimbursement expenses 
on Standard Form 1012, "Pubiio Vouoher for Reimbursement of Travel 
and Other Expenses including Per Diem 1 ’. This form will be approved 
administratively by the Branoh Chief or his designee and forwarded 
m quadruplicate to the Fisoal Section for audit, certification and 
payment. 

b. An administrative audit of Form 1012 will.be performed by the Fiscal 
Section to determine if the travel was performed as authorized in 
accordance vrith Standardized Government Travel Regulations and 
pertinent travel order. Any suspensions (deductions) from the 

W±11 be re P° rted to the traveler on an "Administrative 
Audit Difference Statement” together with an explanation,where 
applicable, of the information necessary to support a reclaim of tho 
amount previously suspended. 

4. TRAVEL SERVICES 


a. It is the responsibility of each traveler to prepare his travel 
vouoher in proper form. However, upon request, the Travel Unit 
Fiscal Section will extend advice and assistance in connection 
with the preparation of vouchers. The Travel Unit of the Fiscal 
Seotion will also, when requested, render special services for 
military and naval personnel by making a pre-audit and examination 
of travel vouchers for accuracy and compliance with regulations 
prior to their submission to the War or Navy Disbursing officer 
for payment. 

5 * GENERAL INFORMATION FOR THE TRAVELER 
a. Examine Orders 

The ^f Velar shoulci examine his travel order to determine that it 
specifies all requirements including th>e mode of transportation 
to be used, the period to be covered, and the places to be visited. 
If the order does not provide adequate coverage, an; 'amendment should 
be requested through proper channels prior to the time travel is 
begun* 

b* Maintain Records 

The traveler should maintain accurate records of time of departure 
from and arrival at different points, and a record of official 
expenditures as well as oopies of official telegrams and paid 
receipts for official expenses when neoessary. It is essential 
that the traveler have this information to enable him to prepare 
a correct reimbursement voucher. 
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o* Purchase of Tickets 

It is the responsibility of the traveler to ascertain in all oases 
whether or not through tickets, excursion tickets or reduced rate 
round trip tickets can be seoured# The fact that the existence of 
such rates may not have been known to the traveler does not relieve 
him of responsibility of obtaining the lowest rates# It is essential 
that the traveler purchase a tioket that will adequately cover the 
period of his travel without incurring any unnecessary expense* Wien 
traveling by common carrier. Government Transportation Requests which 
will be furnished by the Travel Unit, Fiscal Section must be used. 

d# Return Unused Tickets 

Unused portions of tickets should be submitted attached to the travel 
reimbursement account. Standard Form 1012 

e* Per Diem * ■ ' 


The calendar day will be the unit used in computing the per diem 
allowance for continuous travel of more than twenty- four hours* For 
fractional parts of a day at the commencement or ending of such 
continuous travel, one-fourth of the rate for a calendar day will be 
allowed for each period of six hours or fraction thereof# No per 
diem will be allowed when the departure from official station is 
after 8:00 a.m. and the return on the same day is prior to 6:00 p.m#, 
or for any absence not exceeding three hours. For the first 60 days 
of continuous domicile at a temporary post of duty in the U. S., a 
per diem allowance not to exceed $6*00 may be authorized within the 
continental U. S* When the period of continuous domicile extends 
beyond 60 days, the rate of allowance shall be reduced to n6t to 
exceed $4*00 per day, which will continue in effect until midnight 
of the date of departure from that point# Any absence of 10 days 
or lees from such temporary post of duty shall not be regarded as 
affecting $he continuity of domicile at that point# The effect of 
sick and/or annual leave upon the continuity of the traveler’s 
domicile at temporary post of duty shall be administratively 
determined in eaoh case based upon the circumstances surrounding 
the leave, and final authority for such determination shall rest 
with the bonded Certifying Officer who approves the account for 
payment# 


$ 

t 
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**• Leave While in Travel S tatus 

+r B ^ e ^ Ve . 0f ttbsen °« a «y kind begins or terminates within the 

term! n at 8 pr ® S °f ibo f b ° ura of dut y. P°r diem allowance will 

w ° r + 06 f at t 8ftme time * If the l ‘ aT « of absence does 
not begin or terminate within the traveler's prescribed hours of 

until midnight of the las# day on which actual servioe is rendered 

ES tbe laa ™ of *.«•• and from 12:61 a. m. of the ^ on 

wSllv ^thL 80r I r08Umed * Fractional leave of absence 

o£ less k ! f ° r half of the P resor ibed working hours 

or less, will be disregarded for subsistence Durooses wwf < 4 - 

of the presorib0d 
£• Advanc e of Funds 

oi to' cover the expenses of a vouchered 

employee while in a travel status, can be made only if the 
employee executes a Bond of Indemnity. The cost of the premium 

employee^ 2 SU ° h & b ° nd ^ 5 * 00 ^ must be borne Personally by the 
FOREIGN TRAVEL 

a. Per diem rates will be paid travelers abroad in accordance with the 
rates prescribe, in Budget Circular A-7, subject tTa SlSL o£ 
Ch „ meal and /or lodging purchased by the traveler frvm, t.h. 

from the an0thw * ranoh S ov erLmt drawing rations 

from the military or to a deduction of 20^ for each n v,j/ . 

ing furnished to him by the government without charge. ° ° 6 


b. 


Dateline ^a/di 10 ^ “ a wastward mossing of the International 

account :^r 8 ucrtr^rL d Sv^ d be deduoted froDi an tra - 1 
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25 November 1946 


MEMORANDUM FOR TIOi BXISCUTIVM . FOR PERSONNEL AND ADMINISTRATION 


Subject: 


Enclosure : 


Proposed Administrative Order on Travel --Allow-- 
ances and Amendment to CIO Administrative Order 


] 


a. P roposed Amendment to CIO Administrative 
Order 


b. Proposed CIO Administrative Order Concern- 
ing Travel Allowances and Per Diem payable from 
Unvouchered Funds 


25X1 A 


25X1 A 


25X1 A 
25X1 A 


25X1 A 


!• Atta ched is a proposed amendment to CIG Administrative 

O^dor | | entitled "Travel Instructions for Civilian Employ- 

ees". Paragraph. 6 a has been expanded to include the full pro- 
visions of paragrapE 45 of the Standardized Government Travel 
Regulations. In addition, a further pararrran h has been added, 
stating that CIG Administrative Order shall aunlv onlv 


. it , . | shall apply only 

where the travel allowances and per diem are payable from 
voucherod funds. 

2 . .'Inclosed is a proposed CIG Admini strative Order con- 
cerning travel allowances and per diem, and is applicable only 
where such allowances and per diem are properly payable from 
unvouchered funds. Paragraph II is substantially the same as 
parag raph 6 a of the proposed amendment to CIG Administrative 

i Order _ Paragraph III deals with the travel allowances 

/ payable prospective employees who are directed to report 
to Washington for assessment. Paragraph IV is concerned with 
the payment of per diem for personnel who are directed to 
I report to Washington for temporary duty to effect necessary 
training prior to departure for an overseas station. Para- 
j graph IV is consistent with the provisions of CIG Administra- 
tive Order I I 

i, ' 1 

3. The attached Orders appear to be in accordance with 
your views. The Assistant Director for Special Operations and 
the Chief, Special Funds, have approved the provisions of the 
proposed Order applicable to unvouchered funds. This office 
is of the opinion that the proposed Order and amendment are 
necessary and are now in orde r for mihli naid on . 


; 25X1 A 



IAWRKNGS fT. PIOUS TON 
General Counsel 


.-< h J*' 9 A XXL S 
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RKSTRIC^ 

19 November 1946 


CENTRAL I NT MT, 1, 10 TWflh' CROUP 
AFr%I.D?b’SIT T O C.I.C. AT)F I M 1'S THA T I V E Or/)KR 


TRAVEL INSTRUCT! OPS FOR CIVILIAN/ ?MPLOYKNS 


25X1 A 


Paragraph 6a is deleted and in liou/ thereof there shall 
bo the following: 

6. FOREIGN TRAVEL 

a. Bureau of the Budget Ciroular/A-7, revised, dated .5 
September 1046, contains amendments to Standardized Government 
Travel Regulations. Paragraph 45 ol/those Regulations, sot ' 

os in part that, "For ■ 

the continental limits 



forth in Budget Circular A-7‘, provj 
trnol on official business outsider 


the United States, a per diem al 
in lieu of subsistence expenses, 
the fiscal year 1947 the maxlTin®ii 
the amount prescribed in Appo/o.l 


of 


'owance not to exceed -$7.00, 
may bo allowed (except during 
per diem allowance shall be 
1 of this Regulation). The 


W: 




al- 


per diem allowances providod/horein represent the maximum 
lowable, not the minimum." At is the responsibility of the 
officials authorized to issue travel ordcjrs end authorize a 
per diem 'allowance to see /that the travel orders authorize 
onl^ .vac li per digm allowance not m excess of the maximum as 
are justified by/ the ciVcum stances surrounding the travel. 
Therefore, in accordanc/e with paragraph 45, "Care should be 
exercised to prevent the fixing of s per diem allowance in 
excess of that required to meet the necessary authorized 
expenses." The per Xii cm allowance described in Appendix 
of paragraph 45, which Appendix is attached to Bureau of 
pudget Circular Ayv, may be authorized by the porsons to 
authority to issxvo travel orders has been granted. Such 
persons include /Chiefs of Fissions, Executive for Personnel 
and Administration, Chief, Finance Division, and Chief, 
Fiscal Section'. 

/ 

There / l 3 added to CIG Administrative Order 
paragraph /whl ch shall read as follows : 




25X1/ 


25X1/ 
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CENTRAL I NTELLIGENCE GROUP 


£ •* -Q - ad; tmi strative order 


'LjA.VEL' INS TRUCTI ONS FOR Cinil AN EiiPLOYSES 


1. POLICY 


a. It is the policy of the CIO to limit the travel of employees to a 
minimum consistent with operating requirements . All travel must be 
authorized in writing in advance, and such authorizations will be 
made only after it has been determined by a properly designated official 
that the travel is officially necessary. Authorization will be given 
for specific trips only, and blanket travel orders will not be issued 
unless approved by the Chief, Personnel and Administration Branch, 

b. All travel by employees paid from vouchered funds must be authorized 
and performed in accordance with the provisions of Standardized 

.Government Travel Regulations and/or applicable current statutes. 

2. A UTHORIZ ATION 

a. Y/hen it is determined that it is necessary for a vouchered civilian 
employee to perform official domestic travel, a travel request on 
Form 3h-$ will be approved by the office or branch chief and forwarded 
to the Chief, Fiscal Section. The Chief, Fiscal Section will approve 
and forward Form 3h-5 to the Travel Unit, Fiscal Section for issuance 
of the necessary travel orders. 

b. After the travel order is prepared and funds to cover the cost of 
travel have been obligated, the original will be forwarded to the 

traveler or may be picked up by the traveler from the Travel Unit, 

Fiscal Section. 

c. To amend a previously issued travel order, a new request should be 
submitted in accordance with the procedure outlined above. If ap- 
proved, the amended order will be issued and distributed in the same 
manner as the original. 

d. Requests for travel should be initiated sufficiently in advance of 
the commencement of travel so that the Chief, Fiscal Section will 
have the request in his possession at least k8 hours prior to the 
time the travel is to begin. 
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3. REIMBURSEM EN T FOR TO.VEL EXPENSE S 

a. After the completion of a trip , or at the end of each months the 
traveler will submit his account for travel reimbursement expenses 
on Standard Form 1012, "Public Voucher for Reimbursement of Travel 
and Other Expenses including Per Diem 11 . This form will be approved 
administratively, by the Branch Chief or his designee and forwarded 
in quadruplicate to the Fiscal Section for audit, certification and 
payment . 

b. An administrative audit of Form 1012 will be performed by the Fiscal 
Section to determine if the travel was performed as authorized in 
accordance with Standardized Government Travel itegulations and perti- 
nent travel order. Any suspensions (deductions) from the amount 
claimed will be reported to the traveler on an "Administrative Audit 
Difference Statement" together with an explanation, .where applicable, 
of the information necessary to support a reclaim of the amount previ- 
ously suspended. 

It. TRAVEL SERVICES 

a. It is the responsibility of each traveler to prepare his travel 
voucher in proper form. However, upon request, the Travel Unit, 
Fiscal Section will extend advice and assistance in connection with 
the preparation of vouchers . The Travel Unit of the Fiscal Section 
will also, when requested, render special services for military and 
naval personnel by making a pre-audit and examination of travel 
vouchers for accuracy and coiqoliance with regulations prior to their 
submission to the War or Navy Disbursing Officer for payment. 

$. GENERAL. INFORI-IATION FO R THE TRAVELER 

a. Examine Orders 

The traveler should examine his travel order to determine that it 
specifies all requirements including the mode of transportation to 
be used, the period to be covered, and the places to be visited. If 
the order does not provide adequate coverage, an amendment should be 
requested through proper channels prior to the time travel is begun. 


- 2 - 
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b. M aintain Record s 

The traveler should maintain accurate records of time of departure 
from and arrival at different points , and a record of official ex- 
penditures as well as copies of official tele grams and paid receipts 
for official expenses when necessary. It is essential that the 
traveler have this information to enable him to prepare a correct 
reimbursement voucher. 

c . Purchase of Tickets 

It is the responsibility of the traveler to ascertain in all cases 
whether. or not through tickets, excursion tickets or reduced rate 
round trip tickets can be secured. The fact that the existence of 
such rates may not have been known to the traveler does not relieve 
him of responsibility of obtaining the lowest rates. It is essential 
that the traveler purchase a ticket that will adequately cover the 
period of his travel without incurring any unnecessary expense. When 
traveling by common carrier, Government Transportation Requests which 
will bo furnished by the Travel Unit, Fiscal Section must be used. 

d. Return Unused Tickets 

Unused portions of tickets should be submitted attached to the travel 
reimbursement account, Standard Form 1012. 

e. Per Diem 

The calendar day will be the unit used in computing the per diem 
allowance for continuous travel of more than twenty-four hours. For 
fractional parts of a day at the commencement or ending of such con- 
tinuous travel, one-fourth of the rate for a calendar day will be 
allowed for each period of. six hours or fraction thereof. No per 
diem will be allowed when the departure from official station is 
after 8:00 a.m. and the return on the same day is prior to 6:00 p.m., 
or for any absence not exceeding three hours. For the first 60 days 
of continuous domicile at a temporary post of duty in the U. 3., a 
per diem allowance not to exceed $6.00 may be authorized within the 
continental U. S. When the period of continuous domicile extends 
beyond 60 days, the rate of allowance shall be reduced to not to ex- 
ceed $iw 00 per day, which will continue in effect until midnight of 

... - 3 - ■ ■ 
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the date of departure from that point. Any absence of 10 days or 
less from such temporary post of duty shall not be regarded as af- 
fecting the continuity of domicile at that point. The effect of 
sick and/or annual leave upon the continuity of the traveler's 
domicile at temporary post of duty shall bo administratively deter- 
mined in each caso based upon tho circumstances surrounding the leave, 
and final authority for such determination shall rest with the bonded 
Certifying Officer who approves the account for payment. 

f . Leave While in Travel Status 

If leave of absence of any kind begins or terminates within tho 
traveler's proscribed hours of duty/ per diem allowance will terminate 
or begin at the same time. If the leave of absence does not begin 
or terminate within the traveler's prescribed hours of duty,, the 
traveler will be regarded as being in subsistence status until mid- 
night of the last day on which actual service is rendered preceding 
the leave of absence and from 12:01 a,m. of the day on which actual 
service is resumed. Fractional leave of absence wholly within a day, 
where for half of the prescribed working hours or less, will be dis- 
regarded for subsistence purposes. Where it exceeds half of the 
prescribed working hours,, no subsistence will be allowed. 

g* Advance of F unds 

Advance of official funds to cover the expenses of a vouchorod em- 
ployee while in a travel status, can be made only if tho employee 
executes a Bond of Indemnity, Tho cost of the premium in securing 
such a bond ($5.00) must be borne personally by the employee. 

FOREIGN TRAVEL 

a. Per diem rates will be paid travelers abroad in accordance with the 
rates prescribed in Budget Circular A-7, subject to a deduction of 
l5$ for each meal and/or lodging purch a sed by the traveler from the 
military or from; another branch of the Government drawing rations 
from the military or to a deduction of 20$ for each meal and/or 
lodging furnished to him by the government vnthout charge . 
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b. Since one day is lost on a westward crossing of the International 
Date Lino, per diem for one day will bo deducted from all travel 


accounts when such travel is involved. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE 
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1 . POLICY 


a. It is the policy of the CIG to limit the travel of employees to a 

! minimum consistent with operating requirements. All travel must be 

authorized in writing in advance, and such authorizations will be 
made only after it has been determined by a properly designated official 
|. tllat travel is officially necessary. Authorization will be given 

for specific trips only, and blanket travel orders will not be issued 
| unless approved by the Chief, Personnel and Administration Branch. 

b. All travel by employees paid from vouchered funds must be authorized 
and performed in accordance with the provisions of Standardized 
Government Travel Regulations and/or applicable current statutes. 

2. A UTHORIZATIO N 

a. V/hen it is determined that it is necessary for a vouchered civilian 
; employee to perform official domestic travel, a travel request on 

Form 3k-$ 'Till be approved by the office or branch chief and forwarded 
to the Chief, Fiscal Section. The Chief, Fiscal Section will approve 
1 and forward Form 3h-5 to the Travel Unit, Fiscal Section for issuance 

of the necessary travel orders . 

f . 

t After the travel order Is prepared and funds to cover the cost of 

' | travel have been obligated, the original will be forwarded to the 

I traveler or may be picked up by the traveler from the Travel Unit, 

I 

| Fiscal Section. 

} . • 

| To am e n d a previously issued travel order, a new request should be 

I submitted in accordance with the procedure outlined above. If ap- 

f§ proved, the amended order will be issued and distributed in the same 

Jfi ■ • ’ 

| manner as the original. 

• 

|V- Requests for travel should be initiated sufficiently in advance of 

gj the commencement of travel so that the Chief, Fiscal Section will 

Jvv • - - — have~-the~T*equesirin":ttXs*pb's^^ prior to the 

H time the travel is to begin. ~ \ 

% : ■ : : ' ' ' 

H EFFECTIVE 30 JUNE 1947 CIG ADMINISTRATIVE ORDERS HAVING BEEN RESCINDED ARE 
fe NOT EFFECTIVE AFTER 1, JULY 1947 

1. : . ■ \ ■ . . • ' 

I : .a ; ' : / . V. ■.? : / ' : ' ' ' :: " ' 

l.....:: ... RESTRICTED;.... ... . -A ■ - -- 
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3 . RBIjJPUnSBLUSMT FOR TRAVEL EXPENSES 

a. After the completion of a trip, or at the end of each month, the 
traveler will submit his account for travel reimbursement expenses 
on Standard Form 1012, "Public Voucher for Reimbursement of Travel 
and Other Expenses including Per Diem" . This form will, be approved 
administratively, by the Branch Chief or his designee and forwarded 
in quadruplicate to the Fiscal Section for audit, certification and 
payment . 

b. An administrative audit of Form 1012 will be performed by the Fiscal 
Section to .determine if the travel was performed as authorized in 
accordance with Standardized Government Travel Regulations and perti- 
nent travel order. Any suspensions (deductions) from the amount 
claimed will be reported to the traveler on an ,f Administrative Audit 
Difference Statement" together with an explanation, where applicable, 
of the information necessary to support a reclaim of the amount previ- 
ously suspended, 

iu TRAVEL SERVICES 

a. It is the responsibility of each traveler to prepare his travel 
voucher in proper form. However, upon request, the Travel Unit, 

Fiscal Section will extend advice and assistance in connection with 
the preparation of vouchers . The Travel Unit of the Fiscal Section 
will also, when requested, render special services for military and 
naval personnel by making a pre-audit and examination of travel 
vouchers for accuracy and conpliance with regulations prior to their 
submission to the War or Navy Disbursing Officer for payment. 

5 . GENERAL INFORMATION FO R THE TRAVELER 

a. Examine Orders 

The traveler should examine his travel order to determine that it 
specifies all requirements including the mode of transportation to 
be used, the period to be covered, and the places to be visited. If 
the order does not provi.de adequate coverage, an amendment should be 
requested through proper chanriGle prior -to- l7lme~:i:ra're . 
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b* Maintain Rc co rds 

The traveler should maintain accurate records of time of departure 
from and arrival at different points, and a record of official ex- 
penditures as well as copies of official telegrams and paid roceipts 
for official expenses when necessary. It is essential that the 
traveler have this information to enable him to prepare a correct 
reimbursement voucher . 

£. Purchase of Tickets 

It is the responsibility of the traveler to ascertain in all cases 

whether or not through tickets, excursion tickets or reduced rate 

round trip tickets can be secured. The fact that the existence of 

such rates may not have been known to the traveler does not relieve 

\ 

him of responsibility of obtaining the lowest rates. It is essential 
that the traveler purchase a ticket that will adequately cover the 
period of his travel without incurring any unnecessary expense. When 
traveling by common carrier. Government Transportation Requests which 
will be furnished by the Travel Unit, Fiscal Section must be used. 

d. Return Unused Tickets 

Unused portions of tickets should be submitted attached to the travel 
reimbursement account, Standard Form 1012. 

e . Per Diem 

The calendar day will be the unit used in computing the per diem 
allowance for continuous travel of more than twenty-four hours. For 
fractional parts of a day at the commencement or ending of such con- 
tinuous travel, one-fourth of the rate for a calendar day will be 
allowed for each period of six hours or fraction thereof. No per 
diem will be allowed when the departure from official station is 
after 8:00 a.m. and the return on the same day is prior to 6:00 p.m., 
or for any absence not exceeding three hours. For the first 60 days 
of continuous domicile at a temporary post of duty in the U. 3., a 
per diem allowance not to exceed $6.00 may be authorized within the 
continental U. S. When the period of continuous ......domicile extends — 

beyond 60- days, the rate of allowance shall be reduced to not to ex- 
ceed $U.001per day, which will continue in effect until midnight of 
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thr; date of departure from that point. Any absence of 10 days or 
less from such temporary post of duty shall not be regarded as af- 
fecting the continuity of domicile at that point. The effect of 
sick and/or annual leave upon the continuity of the traveler's 
domicile at temporary post of duty shall be administratively deter- 
mined in each case based upon the circumstances surrounding the leave, 
and final authority for such determination shall rest with the bonded 
Certifying Officer who approves the account for payment. 


£• Leave While in Travel Status 


If leave of absence of any kind begins or terminates within the 
traveler's prescribed hours of duty, per diem allowance will terminate 
or begin at the same time. If the leave of absence does not begin 
or terminate within the traveler's prescribed hours of duty, the 
traveler will be regarded as being in subsistence status until mid- 
night of the last day on which actual service is rendered preceding 
the leave of absence and from 12:01 a.m. of the day on which actual 
service is resumed. Fractional leave of absence wholly within a day, 
where for half of the prescribed working hours or less, will be dis- 
regarded for subsistence purposes. Where it exceeds half of the 
prescribed working hours, no subsistence will be allovrad. 
g. Advance of Funds 

Advance of official funds to cover the expenses of a voucherod em- 
ployee while in a travel status, can bo made only if the employee 
executes a Bond of Indemnity. The cost of the premium in securing 

such a bond (S5.00) must be borne personally by the enployee. 

6. FOREIGN TRAVEL 

. a. Per diem rates will be paid travelers abroad in accordance with the 
rates prescribed in Budget Circular A-7, subject to a deduction of 
1 $% for each meal and/or lodging purchased by the traveler from the 
military or from another branch of the Government drawing rations 
from the military or to a deduction of 20^ for each meal and/or 
lodging fupn ished to him by the government without charge . 
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